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MENCRARDUM FOR: Director, Accounting Systems Division, Genersl
Asoounting Office

ATTENTION : Mr. ¥illiss C. Gallagher
NBJECT : Revisiom of Time and Attendance Report
REFERENCE : Genersl Accounting Office Regulstion No. 102

1. This Agency is plasning the estabiishmect of & mechanized
computation methed for preparstion of payrolls which will utilize a
tebulating card as the basic time and sttemdance report.

2, A card form hes been designed to sccommodate all essentisl time
and laxve information. Altbough inttially it is propoeed to use this card
omly for the computetion and processing of payroll dasta, s later appli-
mi:a% & mechanized computation and recording of leave is baing con-
sidored.

3. The snclosed time and attandance card layout form is submitted
for your approval. Additional informstionm will be swailable upon reguest.

Tour cooperation will be appreciated.
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